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Dept. of Juvenile Services Contract Services
A«INCY

Item
No. Description Retention

1.

2.

PROCUREMENT RECORDS

These records include all standard procurement

forms as well as other procurement media which

provide supporting data for commodities and

contracts.

Procurement records include the following

documents:

I. Bid Documents

A. BB-4 Forms
B. Solicitation Notices
C. Minority Business Enterprise Reports
D. Interagency Reports
E. Expedited Reports
F. Contractual Sign-Off Sheets
G. Maryland Register Records
H. Correspondence For All Items

II. Contract Records

A. Purchase Orders
B. Purchase Order Log .';
C. Intergovernmental Agreements
D. Budget Modifications
E. BB-4 Forms
F. Solicitation Notices
G. Award Notices
H. Minority Business Enterprise Reports
I. Interagency Reports .
J. Expedited Reports
K. Action Agendas

Retain for three (3) years
and until! all audit
requirements have been
fulfilled , then destroy.

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.
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No. Description Retention

3 .

4 .

5 .

L. Sole Source Justifications
M. Need For Multi-Year Forms
N. Award Letters
0. Contracts and Attachments
P. Request for Funds
Q. One Bid Award Form
R. Contractual Sing-Off Sheets
S. BB-4 Log
T.«- Maryland Register Records
U. Correspondence For All Items

III. Purchasing - Purchase Orders

A. Purchase Orders
B. Purchase Order Log
C. Receiving Reports
D. Requisitions For Supplies
E. Unscheduled Requisitions For Supplies
F. Minority Business Enterprise Reports :
G. Emergency Reports
H. Correspondence For All Items

IV. contract & Invoice Payment Files

A. BB-4 Forms
B. Award Letters
C. Request For Funds
D. Contract Payment List
E. Purchase Of Care Invoices
F. Payment Files For Contracts and

Intergovernmental Agreements
G. Correspondence For All Items

V. Procurement Contracts & Payments Lists

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

Retain for three (3) years
and until all audit
requirements- have "bjŝ nTT"
fulfi 1 led, then ̂ destroy*

t

A. BB-4 Forms • -tf:
B. Out-Of-State Travel Forms
C. Vendor Mailing Lists
D. RFP/Solicitation For Bid Lists
E. Check Receipt Log
F. BB-4 Log
G. Contract Payment List
H. Contract List
I. Active Multi-Year Contract List
J. Federal Express & Certified Mail Receipts

j K. Correspondence For All Items
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- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR'

PACE OFr 5

DEPARTMENT/AGENCY

Dept. of Juvenile Services

2. DIVISION 3. UNIT

Budget & Management Contract Services

: DEF IN IT I ON -RECORD SERIES-* anOUr O F «LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
! . KKFtROICt AS WELL A» RETENTION AMD DUPOglTION PU»yQ8E« •__

4. RECORD SERIES TITLE

Bid Documents

S. EARLIEST YEAR/LATEST YEAR
87 TO Present

6. RECORD SERIES DESCRIPTION (BRICri-Y DESCRIBE TWt TYPES Or INFORMATION/DOCUMENTS/FORM* rOUND
•IN T-«E SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

This series consists of any combination of the following forms: BB-4 Forms,
Solicitation Notices, Minority Business Enterprise Reports, Interagency Reports,
Expedited Reports, Contractual Sign-Off Sheets, Maryland Register Records,
Correspondence For All Items, and all other related'bid material.

7 . RECORD SERIES FORMAT[S]

LETTER SIZE D MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

tt ALPHAEETICAL

D NUMERICAL

O CHRONOLOCJCAL.

• GEOGRAPHICAL

D OTHER(SPECIFY)

8. VOLLJME

NUMBER

5& FILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S]
n OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION
lX FILE DRAWER( S)

^ D MICROFILM REEL(S]
° COMPUTER TAPE(S)
D

I II FILE IS USED

D DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 D MONTH(S)

NUMBER

13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM)

321 Fallsway, Lobby

1*. IS RECORD SERIES DUPLICATED ELSEWHERET
tip vrs, srEcirv A O E K C Y OR orricc)
° YES

IS. ACCESS RESTRICTIONS Q YES & NO
{IF YES, CITS LAV(S) & REOULATIONIB]

16. AUDIT REQUIREMENTS

D NONE X3 STATE O FEDERAL Q INDEPENDENT

17 IS AN INDEX SYSTEM USED? ( IF YXS.U7UIN .
BRIEFLY AND DESCRIBE AKY KARDVARC./SOFTWARE )

n YES NO

18. RECOMMENDED RETENTION

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

IS. NAME AND TITLE OF PREPARER

Marcus Filson, Administrator

DCS 350-4 (REVISED 2/87}

20. TELEPHONE NUMBER

333-6884

2 I. DATE

7-24-90



If4STRVCTIQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 880-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

DCFARTKENT/AGENCY

Dept. of Juvenile Services

2. DIVISION

Budget & Management
3. UNIT

Contract Services

DEFINITION-RECORD SERIES A OHOlff or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POD

z A» WELJ. A» BBTwmew AMP Diazes IT TON

4 . RECORD SERIES TITLE
Contract Records

8. EARLIEST YEAR/LATEST YEAR

86 TO Present

RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP"
•IN

INroRVAT I ON/ DOCUMCNTS/ re»w FOUND
SERIES. . INCLUDE TKC PURPOSE OR FUNCTION Or THK SERIES

This series consists of any combination of the following forms: .Purchase Orders;
Purchase Order Log; Intergovernmental Agreements; Budget Modifications; BB-4 Forms;
Solicitation Notices; Award Notices; Minority Business Enterprise Reports; Interagency
Reports; Expedited Reports; Action Agendas; Sole Source Justifications; Need For
Multi-Year Forms; Award Letters; Contracts and Attachments; Request for Funds; One.Bid
Award Forms; Contractual Sign-Off Sheets; BB-4 Log; Maryland Register Records;
Correspondence For All Items ; and all other related material.

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XX ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL.

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

15
NUMBER

S FILE DRAWER(S)
D MICROFILM REEL(S;
D COMPUTER TAPE(S)
D OTHER[SPECIFY)

10. ANNUAL ACCUMULATI ON
H FJLE DRAWER(S]

3 O MICROFILM REEL(S)
D COMPUTER TAPE { S )

cpcr t

l ii FILE IS USED

& DAILY D T5EEKLY MONTHLY

1Z' FILE BECOMES INACTIVE AFTER ~ Varies

° MCMTH(S) D YEAR(S)
NUUBER

1 3 . CURRENT LOCATION(S) ( BLDC.,FLOOR,ROOM)

321 Fallsway, Lobby

. IS RECORD SERIES DUPLICATED ELSEWVERE7
i F Y r a , s r e c i F Y A O E K C V O R r E )

YES D NO Same Records - Not All

15. ACCESS RESTRICTIONS D YES O NO
( \T YES, CITS LA«|>) A REQULJkTI ON( S)

16. AUDIT REQUIREMENTS

D NONE *& STATE D FEDERAL D INDEPENDENT

17 IS AN INDEX SYSTEM USED? ( \r YKS.U7LAIN
BRIKFUY AKD DESCRIBE ANY KARDIARC/ BOrTKARE )

YES NO

18. RECOMMENDED RETENTION

Retain for 3 years and until all
audit-requirements have been
fulfilled; then destroy.

IS. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Melvin Taylor, Admin. Specialist II 333-8005

DCS 350-4 (REVISED 2/87)

2 I . DATE

7-17-90



.1 MS-TRpCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8 8 0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR

PACE 13 OF

. DCFARTMENT/AGENCY

Dept. of Juvenile Services

2. DIVISION

Budget & Managment

3. UNIT
Contract Services

: DEF IN IT I ON-RECORD SERIES-A anovr o r
 RELATED RECORDS NORMALLY r i u t D AND U K D AS A UNIT FOR

' RKPCRENCZ AS WELL AS HgTBWTIQW AMD D l g P O g l T I O N PlmPOSEB •__

4 . RECORD SERIES TITLE
Purchasing - Purchase Orders

8. EARLIEST YEAR/LATEST YEAR

- FY 1988 TO FY 1991

0. RECORD SERIES DESCRIPTION (•RIKFUr DESCRIBE THE TYPES OP" IN FORMAT I ON/DOCUMENTS/FORMS POUND
•IN TjfE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

This series consists of any combination of the following forms: Purchase Orders;
Purchase Order Log; Receiving Reports; Requisitions For Supplies; Unscheduled
Requisitions For Supplies; Minority Business Enterprise Reports; Emergency Reports;
Correspondence For All Items; and all other related purchasing material.

7. RECORD SERIES FORMAT!S)

ffiCLETTER SIZE D MICROFILM

D LEGAL SIZE H COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPEC 1FY)

8 . RECORD SERIES SEQUENCE

D ALPHABETICAL

CHRONOLOGICAL.

GEOGRAPHICAL

OTHER(SPECIFY)

S . VOLUME
HXFILE DRAWER(S)
D MICROFILM REEL(S]
C COMPUTER TAPE(S)
D 0 T H E R ( S P E C l r Y j

10. ANNUAL ACCUMULAT1ON
5bf 1S-E DRA*ER( S)

2 D MICROFILM REEL(S]
D COMPUTER TAPE ( S )
D

11 FILE IS USED

H DAILY BEEKLY MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER

. 3 D MONTH( S ) 3 E Y E A R ( S '
NUMBER

1 3 . CURRENT LOCAT1ON{S) ( BLDG . , FLOOR. ROOM ]

3 2 1 F a l l w a y , L o b b y • - • ., ..-

. IS RECORD SERIES DUPLICATED ELSEW-ERET
t l F YES, SPECIFY /.OtKCY OR OFFICE)
n YES }S NO

1 3 . ACCESS RESTRICTIONS • YES H NO

( I F Y E S , C I T E L A V ( S ) & R K O U L A T I O N ( S )
1 6 . AUDIT REQUIREMENTS . . , .

D NONE K STATE D FEDERAL' D INbEPENDENT

1 7 , IS AN INDEX SYSTEM USED7 ( I F YES.E7VLAIN
BRIEFLY AKD DESCRIBE ANY KARDIARc/SOFTWARE ) 18. RECOMMENDED RETENTION

Y E S NO Retain for 3 years and until all audit
requirements have been fulfilled/ then
destroy.

U . NAME AND TITLE OF pREPARER

Mark Huber, Agency Buyer

DCS 530-4 (REVISED 2/87)

20. TELEPHONE NUMBER

333-6897

2 I . DATE

7-9-90



1 r*STRUCT f Cf1?- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SCRIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS BBO-1 )

^ B DEPARTMENT/ AGENCY

Dept. of Juvenile Services

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Budget & Management

AGENCY RECORDS

PACE

3. UNIT

Cnn+rac

4 OF

INVENTOR-

_5

.5

• DEFINITION •RECORD SERIES-* O I | O U P o r «L A"r e t> RECORDS NORMALLY F I L E D AND V K D AS A UNIT FOR
' AS WELL AS wrncNTiow AMP D I S P O S I T I O N r u n r o ; m •

*. RECORD SCRIES TITLE
Contract & Invoice Payment Files

5. EARLIEST YEAR/LATEST YEAR

FY- 87 TO 91

RECORD SERIES DESCRIPTION [•R l l t r l-Y DESCRIBE THE TYPES OP" IN FORMAT I ON /DOCUMENTS /FORMS POUND

•IN Tr̂ jE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BEITIEB

This series consists of any combination of the following forms: BB-4 Forms; *
'Award Letters; Request For Funds; Contract Payment List;-Purchase Of Care_Invoices;
Payment Files-For Contracts and Intergovernmental Agreements; Correspondence For
All Items; and all other related material.

7. RECORD SERIES FORMAT(S)

J5 LETTER SIZE D MICROFILM

^ LEGAL SIZE D. COMPUTER TAPE

^BBO<JND BOOK • FLOPPY DISK

E AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

J5 ALPHABETICAL

O NUMERICAL

d CHRONOLOGICAL

D CEOCSAPH1CAL

0 OTHER(SPECIFY)

11 * FILE IS USED

. »<DA1LY D WEEKLY • MONTHLY

; 13. CURRENT LOCATION(S) (ELDC..FLOOR,ROOMJ • \

i 321 Fallsway, Lobby

13. ACCESS RESTRICTIONS D YES }&NO

{ IT YES, CITE LAv(s) * REOULAT1 ON ( S )

17. IS AN INDEX SYSTEM USED? {IF YKS , EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARcVSOFTWARE )

n YES X] NO

IS. NAME AND TITLE OF PREPARER

Cynthia Yim, Fiscal Associate

9. VOLUME

^K FILE DRAWER(S)
C MICROFILM REEL(S)

8 D COMPUTER TAPE ( S )
NUMBER o O T H E R ( S P E C t F Y )

10. ANNUAL ACCUMULATI ON

D FILE DRAWER(S)

~ D MICROFILM R£EL{S)

NOUBITR D COMPUTER TAPE(S)
D nTyrR/^pcriFYi

1 2 > FILE BECOMES INACTIVE AFTER

• ,,,3.-, D MONTH{S) gxYEARfS]
NUMBER '

14. IS RECORD SERIES DUPLICATED ELSEW-ERET

tlF YES, SPECIFY AOEKCY OR OFFICE)

16. AUDIT REQUIREMENTS

D NONE »CSTATE ° FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Retain for three years and until
all audit requirements have been

. fulfilled, then destroy.

20. TELEPHONE NUMBER

333-6888

2 I . D A T E •''/'

7-9-90

DCS S50-4 (REVISED 2/87)



1I NSTFtJCT I QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

|" REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR'

PACE -5 or

DEPARTMENT/AGENCY

Dept. of Juvenile Services

2. DIVISION

Budget & Management

3. UNIT

Contract Services

: DEFINITION-RECORD SERIES-* aMOUW O F W«-ATED RECORDS NORMALLY FILED AMD U M D AS A UNIT FOR
: RKFERgNCg AS WELL A* WmCNTieH AMD DigrOglTIQW hUHPOart •

4. RECORD SERIES TITLE

Procurement Contracts & Payments List

5 . EARLIEST YEAR/LATEST YEAR
FY 87 TO

6. RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE THE TYTIB OF
•IN TJE SERIES.

INPORMATION/DOCUVCNTS/FORMS POUND

INCLUDE THE PURPOSE OM FUNCTION OF THE SEPTES

This series consists of any combination of the following forms: BB-af Forms;
Out-of-Sta€e Travel- Forms; Vendor Mailing Lists; RFP/Solicitation For Bid Lists;
Check Receipt Log; BB-4 Log; Contract Payment List; Contract List; Active
Multi-Year Contract List; Federal Express & Certified Mail Receipts; Correspondence
For All Items; and all other related material.

7 .

O

a

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE XX COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

XX NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

S. VOLUME

D FILE DRAWER( S)
D MICROFILM REEL(S]
° COMPUTER TAPE(S)
D OTHER(SPECIFY)

I 0. ANNUAL ACCUMULAT1 ON

D FILE DRA*ER(S)
•j_ D MICROFILM REEL(S)

° COMPUTER TAPE ( S )

I SI FILE IS USED

n DAILY MX WEEKLY MONTHLY

12. '. FILE BECOMES INACTIVE AFTER
, , 3 D MCNTH(S)
NUMBER

13. CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)

321 Fallsway, Lobby

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)

IS. ACCESS RESTRICTIONS D YES j& NO

(lF YES, CITE LAV(|) ft RKOULATI ON { S)
16. AUDIT REQUIREMENTS

D NONE XX STATE D FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IF YXS.EXFLAIN
BRIEFLY AND DESCRIBE ANY KARDIARc/SOFTWARE)

J&YES n NO LOTUS 1,2,3 software

18. RECOMMENDED RETENTION

Retain for 3 years and until all
audit reguirements have been
fulfilled, then destroy.

IS. NAME AND TITLE Of PREPARER

Kacynthia Clark, Office.Secreta4y

DCS 350-4 (REVISED 2/87)

2 0. TELEPHONE NUMBER

333-6884

2 I. DATE

7-24-90


